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PART 1 - QMSML 


STATINTL 


Tha 


mill arrange the transportation 


of elTilian and Bl3.lt ary personnel for temporary duty travel and upon 
permanent change of station, including their dependents and household effects. 
This service includes obtaining hotel, air, rail and steamship reservations, 
the issuance of Transportation Requests and furnishing travel itineraries . 

In connection with overseas travel it is also the responsibility of the 


destination. 


The 


prill also arrange for overseas 


shipment of supplies and equipment, preparing the necessary shipping docu- 
ments and other related papers. This involves maintaining close liaison 
with U.S .Dispatch Agents, Ports of Embarkation and the office of the Chief 
of Transportation as well as the 


25X1 


to procure necessary theater clearances; Passports and the 

necessary visas; obtain air priorities where necessary for both the traveler 
and excess baggage, if any, and arrange reservation of space. All individuals 
will be briefed with respect to necessary clothing and equipment as well as to 
conditions to be encountered by the traveler while enroute and at their 


obtaining space reservations for 


for the purpose of STATINTL 

“■ ' 


Kotor transportation is^^SAWrldetf fet** 

DOKfcew. 


and military 

it ybi ii 

personnel traveling on official buslnesfeTftt tafd^gvtBw4:,the District of. Colum- 

□ nw.cv.v^i 

bia. This necessitates the melntenanott^yf ^'garage .qj^ u sto|reg» place for the 

St Mi 


repair, storage and assignment of all vehicles in tSCmOtor Fool. 
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The clearances and approvals necessary la connection with toe transporta- 
of employees, their immediate fatdliee, and their household goods and personal 
effects shall be accomplished by toe use of the following listed forms* 

£sl Ssssssm^Ss asgpprtft^ (oyen».egi..tss?^m! 

this fore is initiated by toe sponsoring Branch in connection with 
overseas travel of employeesj it is used to secure all toe required clearances. 


je ©cures transportation for 25X1 


and is the basis on which toe 

toe employee. 

FORM Bo. 34.-5 . Travel Request! domes tic t T*?s l.smtel 
This fore is initiated by toe sponsoring Branch to request domestic 
travel for an employee end is toe basis on which toe 
execute* a travel order* 


25X1 


FORM Ho. 36-27, Request for Itoveaent of Family and/or Bw.sgfr# ld eflsste 
This form is initiated by toe employee | a copy is retained by to© 
Transportation Clearance Officer of the sponsoring Office to be used as a basis 
for asking a request upon the I ~1 (in the easajjATINTL 


of overseas transfer) for toe shipment of toe employee's household goods. The 
original and one copy are forwarded to the I I STATINTL 

fOBM Bo* 34-4* Travel, Ordg 
This form is executed b the 


and is toe «uthcgrjt^y|-|[\j-p|_ 


on which the employee may claim reimbursement for expenses incurred in connec- 
tion with hie transportation. 

Transfer Utter Authorisin g Permanent . Change of . Sta . tj.cm 

This for* is executed by toe Chief, Personnel Division and establishes 
toe fact that toe transfer is to toe interest of the government and constitutes 
toe basic authority by the agency for the transport of the eaployee, his imme- 
diate family, and his household goods and ef foots. The for* must bo executed 
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prior to the data actual transportation begins sfcd suet contain all basic 

authorisations to be granted* laasauch a# subsequent aaendiaents cannot be node 


for the purpose of additional authority, 

■ bi uploto - LmsZk <?f ff tr v ltr Stemlzta 

The Chief* Personnel Division, shall require every new appointee 
to execute an agreement in writing to remain in the Gove moment Service for the 
rrquired tine following Ms appointment, unless separated for reasons beyond his 
control. The required rainimuB tine is twelve $12) aonths at a place if employ- 
sent within the continental United States* while the overseas requirement is a 


service of twenty-four (24) months. 

FORM So. 36-i* Reoueit for PTfrreffM Shiwa^t„, fe | > _Cgrgc 

This fears is initiated by the Transportation Clearance Officer of the 


Office concerned and forwarded to the 


at gspATINTL 


tl w the cargo is to be soved and serves as their authority to proceed with the 
movement of the esployee’s household goods or personal effects. 


FORK No. 36-5, Request for Plck-BP 1P4 P fik&gEZ 


This fora is initluted by the Transportation Clearance Officer and 


STATINTL forwarded to the 


at the tine the cargo is to 


be neved to furnish then with specific inforaation as to the location at which 


the pick-up of the household goods and personal effects should be made. 

There fellows detailed instructions for the preparation, routing end 


process ing of requests for transportation of employees, their immediate families 
anrf their household goods and personal- effects. 
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sm 


STATINTL 


- *mmLSL 


■a - r^r 


m j ra as 


TrfPPreP 1 * 11081 g£ EanloTees 


ft* Actios tar_ initiating offi cer 

Requests for oversea* movement of personnel will be initiated in & up- ^ 
locate by the Breach concerned oa Fora Mo . 36-23, Bequest for Owarseae Trans- 
portation, This for® will be prepared according to the instructions on the 
reverse thereof and forward ad to the Individual officially designated as the 


Transportation Clearance Officer for the office concerned. 

It should be noted that the employee should have obtained ell the nec- 
essary clearances including physical examination and initial iasunisationj 
cosipietsd an necessary personal arrangenents and win be available to the 

for processing and departure on the date indicated as 
their * availability date* or as soon thereafter as reservations say be secured 


for them. 

b. Action bv Tr ansportation Clearance, QffAfle£ 

After obtaining the necessary clearances (Security, Aasessent and 
Pers onn el ) and arranging for a physical examination and Ismo nlsatlon process- 
ing, the Clearance Officer win sign in the apace indicated tat fora Bo. 36-23 
and win forward the foam in duplicate to the Individual officially authorised to 
approve Requests for Overseas Transportation. Said individual shall be the 
Assistant Director of the office concerned or an individual so designated tgr 
hi*. If a permanent ehange of station is involved, Fona ho. 37-3, Personnel 
Action Request should be initiated at thir tin*® and should accosspeny For* Ho. 
36-23 to the approving official. 

e. Qf&s&fl, 

Upon approval of fora Bo. 36-23* Request for Overseas Transportation, 
by the Approving Official, Section A thereof will be detached and returned for 
filing ** 


STATINTL 

STATINTL 


STATINTL 


- 5 - 


— J ” 
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in tfuplloat. to If pattnot, <*• f —"STATINTL 


forwarded in duplicate to the 
aennol Action Request *111 bo forwarded at this time to the Poreo nnel Dil lon 
in accordance with the procedure outlined in Administrative Or&*r 


STATINTL 


If th® Request for Transportation is disapproved, the entire t arm will 

be returned to the requesting branch. 

the 


Upon receipt of h-etioua E aad C in duplicate of F«r« Ho. 36-23, the 
[will , where necessary, procure and/or arrange the 


issuance of passports, visas, iwsmisaiionB, final overseas security approval, 
final clearance by Finance and Personnel sections, identification cards. Theater 
Commanders* approval, air priorities, travel orders, reservations and TranspS-W INTL 

tion Bequests. Upon completion g£ necessary actions th© 

will ooBplete, detach and forward the copy of Section C of .Farr; So. 36-23 to 
the initiating officer to serve as notification of receipt of the for* and of 
the approximate date of departure of the traveler. 

After departure of subject, the 


will notify ^ AT | NTL 


of the date of such departure together with the date 

and the tine the employee la required to report to port of embarkation. 

(2) firmest for Domestic 

a. Request for domestic travel will be prepared in duplicate by the Breach 
or office concerned on Form Ho. 34-5, Travel Hequect, approved by the proper 


I {sufficient 


.TINTL 

TINTL 


will 


approving of.flci.3l, and forwarded to the 
ad ."inee of the ceorasMsmat of the travel so that the 
be in possesion of the request at least forty eight (43) boars prior to the tine 
the travel is to begin. To amend a previously issued travel order, it will be 
required that a me* request be subal.ted in the ease manner as the original. 

b. Paragraph 2 of Administrative Order Ho. 41 entitled "Travel Ins tractions 
for Civilian Employees* is rescinded effective this date. Under the sane 


iUl VA.V14 mI.SW / 

istraU^^^/^^^fi^^ ^! : CIA - RDp 54 - 001 77 A 0002000 q QQ<flwr peragre^ATINTL 









STATINTL 
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25X1 A6A 

STATINTL 

STATINTL 


STATINTL 


5 & ** changed to 


c. Whenever a permanent change of statical is involved, For* Bo* 37-3, 
Personnel Action Request, will he Initiated by the designated official of the 
office concerned end forwarded to the Personnel Division at the ease tine that 
the Fora Ho. 34*5# Travel Request, is forwarded to the 

0 ) smmimMJ sm m. mm. 
a. Myjm.3a: 


Upon receipt of Sections B and C in duplicate of Fora Ho* 34-23, or 

will prepare a Travel Order, Fora 


Fora Ho. 34-5, the 


34-4, in en original and five oopies, to include appropriation, allotment infor- 
mation and the total eetisated cost including per diem, incidental expenses, and 
transportation charges. The original and four copies (one of which shall b^a A "^NTL 


certified true copy) of the order shall he transmitted to the 
Finance Division, for encumbrance and retention of necessary fiscal copies. 
The original and one copy shall he returned to the [Cor 


STATINTL 


appropriate disposition, the copy to bear evidence of encumbrance. Signature 
of the official, authorised to approve the travel order shall j&t be placed on 
the original until advice has been received from fiscal section (Accounts Unit) 
relative to the availability of funds. 

The original copy of the Travel Order, For® Ho. 34-4, shall be given to 
the employee for use as a supporting paper whoa claim is submitted for reiaburse- 
aent of expenses Incurred in connection with Ms travel. 

Iheasver a permanent change of official station is involved, & copy of 
Section h of tho Forts Ho. 36-23 or 5 ora Ho. 34-5 will be routed to the Chief, 
Personnel Division with a request that a "Transfer Letter Authorising Permanent 
Change of Station" be prepared. After this letter is prepared, two copies ILewsol^"'"*- 

and the Iwlll 


will be furnished the 


than prepare the travel order, in accordance with above paragraph. 
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b. Action byPe raonnel P iylgl gB 

ihe Chl«f , Personnel Division will prepare a "Transfer lAtter iuthori*- 
lag permanent Change of station* per cample copy attached hereto. Thla letter 
■ All always authorise the transportation of the employee, Ms Immediate family, 
end his household goods and personal effects, unless a ppedfic request is made 
that some of these iters shall not be included in the authorization. 

ihe “'transfer Letter Authorizing Permanent Change of Station* shall be 


distributed as follow©* 


STATINTL 

STATINTL 


original to employee 
leo (2) copies to I 
Two (2) copies to | 


](Cne (1) for[ 


STATINTL 


One (1) copy to Personnel Division files, 

U) {useusMf m ucfvmmrr of fauilx and/or 

a. Action by_l’rfihSPortatlon C laarauc* Cf . fl 0*S 

Prior ro releasing the Requests for Transportation or Travel, the Trans- 


porta tion C3 -a ranee Officer or other designated official of the office concerned 
will, if a permanent change of * tat ion ie involved, have the employee execute 
For* Ho. 36-27, Request for Movement of Family and/or Household ^fleets in an 


o riginal and two copies. 

The Clearance officer will carefully review the information *hich the 
employee furnishes on For* So. 36-27 to determine that the movement of family and 
h ou s ehold goods and wrscnal effects requested by the employee is properly allow- 
able in accordance with agency policy and regulation. 

In many cases the movement of the employee's family «nd/or household 
goods and aff cts will take place several months after the employee himself 
arrives at m« new port, and in some instances the movement of the family and/or 
household goods end effects may depend upon unfulfilled conditions, lor amample; 

the procurement of adequate housing at the employee's new port, or the approval 
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period, or other similar reasons* It is the responsibility of the Clearance 

Officer to lis t these conditions and follow-up dates on the bach of the Foma 

Uo, 36-27, Request for Soveaent of Fa*ily and/or Household Effects, efeieh ere 

STATINTL sent to the 


In cases share the approval for the movemsnt 
of the family and/or household effects is wade upon conditions which wist he 
plied with at a later date, the Clearance Officer will note on the back of For* 


STATINTL Ho. 36-27 that the 


^should check back with the Clearance 


Officer to ascertain that these conditions have been coaplied with before proceeding 
with the movement of the t sally and/or household goods and effects. 

In view of the aany restrictions and Haltations imposed by law i» con- 
nection with the aoveaent of families and household goods and effects, the 
ployees will be sent to the 


in order that he may be adj^f^INTL 


specifically and definitely as to what costs the government wil? pay and what 
responsibil itlea the government will assume in connection with the mowsrneat of his 
family and/or household goods and effects* 

STATINTL b, 


STATINTL 


The provisions and llsAtstlans of Public Law 600 and Executive Order 9805 
it fra-n be the basic authority for the movement of families and household goods and 
personal effects. The following limitations contained in these basic authoriSA" 1 " 1 NTL 
should be brought to the specific attention of each employee by the 


1. Transportaticm of the employees, his immediate family, and his house- 
hold goods and effects must be authorised in a transfer order signed by the head of th 
the agency or Me designee, and this order mast specifically etae that the trans- 
fer i» not for the primary benefit or convenience of the employee or at his 
request (Section 4, SO 9805) 
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2 , The f?owerajsent will pay the transportation cost of the employ©©*® 
•immediate f&rslly® only* "Insvediate family* includes wife, children under 21 
years of age and dependent parent® ♦ Inflows are not considered as part of the 
immediate family ( Section 1, 80 9805} 

1* Transportation of the Issued into f airily of the employee ahallb© subject 
to the provisions of the Standardized Travel Regulations which relate to trans- 
portation Unction j t iO 9805) 

4. Household goods and port anal effect® shall not Include wires , liquors, 
animals or birds not necessary In the perfomance of official duties, or 
automobiles. (Section 7, E0 9805) 

5. The mnro weight allowance for the transportation of household good® 
and affects Is 7000 pounds net weight for employees with families and 2500 
pounds net weight for employees without families. (Section 17, 10 9805) 

6. All transportation allowed in connection with toe change of official 
station of an employee shall begin within two years from the effective date of 
the transfer, except that the tine limit of two years shall be exclusive of 
tine spent in military service, and the time during which shipping restrictions 
stake travel and transportation impossible, (Section 5, SO 9805) 

7. Temporary storage of authorized weight of household effects net cot 
exceed 60 days. (Section 20, 20 9809) 

8. Valuation of property m declared for shipping j»rpo»es mist not exceed 
that at which the lowest freight rates will apply. If an employee desires 
higher valuation he must assume chargee incurred in excess of the charges at 
lowest rate, t Section 24, M) 98051 

9. The cost to the government for transporting the employee, Ms Immediate 

family, and his household goods and effects must not exceed the cost by the most 

economical route between the lest official station -nd the new official station, 

except that lor a new appointee to an overseas post, his Immediate fsjrily and his 
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030007-2 
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placo of actual residence at time of appointment to place of employment outside 

continental United States in accordance with the provisions of Pi’.blic Law 600, 

provided that such expense shell not be allowed new appointees unless and until 

the paeon selected for appointment shall agree in writing to remain in the Govern- 

ment Service for the reared tine following his apiointsaent, unless separated for 

reasons beyond his control* 


10, lor ovoreeap transfers, the actual costs of packing, crating, dray age, 
unpacking and uncrating (not to exceed authorised weight) will be allowed. 
(Section 17, KG 9905} 



until the wovemmt of the houcehcld gccda and/or family is ccuapletsd. For ex- 
amples In the o&ee where an employee is proceeding to hie foreign post and has 

requested that hit family and household affects be transported in two months, 'Use 


irons poriation faction will piano Fora No. 36-27 as a ponaing file and on the 

specified date will draw the file and after checking to ascertain that the family 
and/or household effects should be moved, will secure the following forms flron 
the Clearance Officer: 
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(1) Fcam So. 36-4, Bequest for Overseas Shipment of Cargo, in duplicate. 

(2) Form Bo, 36-5, Request for Pick-up and Delivery, in triplicate. 

{3} Massojvmdujii requesting that arrangeaaent^ bo made for tb movement 

of the employees* iEjnodiate fatally, 

STATINTL 

'pen receipt of the above docaante fre* the Clearance Officer, the 
| will* 

(1) In the c as* of Kenremnt of houoeliold goods and affects to evereeaa 


25X1A6A 


points, contact the appropriate perron and arrange for the crating, pick-up and 
transportation of the etfccts tr neenrt *00 4 , ...m. 

n 


(3) In connection with the noreRent of an employee's ismediate family to 
a point outside the United ttatee, contact the persons to be tranr ported and 


25X1 A6A 


arrangenents for securing paeeports, irrami ration* and medical examinations, and 
secure the necessary transportation in aecomiance with o*tVhH«h^ 
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PART 5 - CAROO 

All CIO shipments , including household end personal effects* to 
foreign points shall be processed by Idle 
(a) Picz>yi 

fiber. household good* or personal effects are to be shipped 
overseas, the Office initiating the transfer shall forward to tha| 


STATINTL 


STATINTL 


Fora Ho* 56-4, Hequeat for Overseas Shipment of Cargo and Fora Ho* 56-5, He- 

ard STATINTL 

quest for Pick-up and Delivery, in duplicate, plus Letter of Transfer, /Form 


Mo, 36-27. When supplies and equipment are to be shipped, the 
shall fill out Form Ho. 56-4 and attach one copy of requisition of material 
to be forwarded. The type of funds chargeable (vouoherod or special) shall 
always he indicated on Fora Ho. 36-4, 

Where possible, CIO warehouse facilities will be used to oolld&T^~^N~^"" 
STATINTL pdofc and crate ths property for shipment. The 


25X1 


25X1 

25X1 


to 


kill forward a shipping document together with 

a copy, of Form Ho. 56-6 


| Upon receipt or the property. 



25X1 


packed and craned, 

STATINTL fying the 


delivery to the 





L lea 


I 

TIT 


and after the property has boe§ J ATI NTL 

,© an accomplished doc unapt notl- 


that the property detailed as to weight &r.d cube is 


ready for shipment. 


25X1 C4A 


25X1 C4A 


Where CIS warehouse facilities cannot Ur used, «] 

shall be issued by the 


STATINTL 


authorising a commercial carrier to collect, pack sx-d crate the property. A 
statement will be tranemitted with the Bill of Lading instructing the carrier 
not to ship until notice of shipment is given by the Government. A request 
will also be sent with the Bill of Lading to notify the Transportation Section 
as to JrxQf 6§i^^2(^3/(^0^^^lgS4^^ ! QOO2OOO3OOO7-2 












25X1 AID 
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Upon receipt of the assignment of space, the | ~l w ^i^.STATINTL 


25X1 
25X1 C4A 

STATINTL 


issue s. notice of shipment to rtorajre and Issue or the carrier giving ell 
necessary particulars as to the shipment. In the event the property prepared 
for shipment by | p annot be shipped to the point of embarkation 

by CIG facilities, a CIG 


shall be issued by the 


In order that the shipment 


from the warehouse 


may be effected through commercial means# 


25X1 C4A 
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- MOTOR POOL 


STATINTL 


By direction of the Birector * actor pool is operated for 
the use of CIO personnel on official business in and around Washington* 

All ©alls shall be placed with the dispatcher or assistant 
dispatcher stating the name of the passenger, point of pick up and the 
destination* 

Trips of four blocks or less are not authorised and chauffers 
are not permitted to salt sore than fifteen (15) ainutesunless specifically 
arranged In advance* 

Officers on night duty will have one car arith driver available 
for emergency calls from 5t00 PM to 8*30 AH, at the motor pool* 

Drivers are required to be neat, clean and courteous and any 
deviation from the above should be reported to the office of the Chief, 


STATINTL 


Records 

Dispatch Records including time of departure, mileage and time 
of return will be maintained by the dispatcher and closed daily. 

In case of any accident a report In writing will be made by the 
driver involved within three (3) hours, to the Chief Dispatcher who will for- 
ward the report immediately to the Investigating officer dor appropriate action 
and recommendation, as to responsibility for the accident* STATINTL 

A garage and repair Shop will be operated by the 


and will be responsible for the mechanical condition and servicing of 
all CIO vehicles not assigned to individuals an credit cards* 

All trucks will be operated from the garage and will be dis- 


patched by the garage supervisor on all official trips for hauling. 
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